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‘ 'Ofﬁcg Memorandum ¢ uvNiTED STATES GOVERNMENT

TO :  Chief, Plans & Policy Staff/TR DATE: 18 Januery 1956

rrom : Chief, Administrative Branch/TR

SUBJECT: Weekly Activily Report #3

I, FICANT T : None

11, OTHER ITHMS:

A, ' °HO New editions of CIA and OTR Telephone
Directories were dis'brib.zted among OTR personnel,

B, [LMEM?M W-2 forms for Headquarters paid personnel
were forwarded on 12 January, W-2 forms for locally-pald personnel
will be forwarded on 17 Jenuery 1956.
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ME FORMS AND MATFRIALS There is a supply of income tax
forms end materials in 'bhe Budget/Fiscal Section/TR availeble to OTR personnel.
There are &lso two publications of the Commerce Clearing House, Inc, which mey
prove useful in answering questions sbout the preparation of tex reports.
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r. UCTION There will be no further briefing
of OIR personnel in the prepera.‘bion and use of the new fitness report. Should
any questions arise, they should be directed to the Personnsl Officer. The
Director of Training feels that the Fitness Report Handbook being distributed
by the Personnel Office eliminates the need for such briefing,

A ANNING WITHIN OIR In conjunction with staff
studies being prepared by the Plans and olicy Staff/OTR, the Personnel Section
is preparing a statistical anelysis of military manpower requirements for OIR
in the event of war emergency. ,
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